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Ektron Website Quick Reference 

Using the Meetings & Agendas Smart Form 
 

Overview 

Whenever creating a meeting section, be sure to create  

1. Create a folder for the Board, Council or Commission  

 

2. Create a Meetings Folder nested inside the Board/Council/Commission folder containing a single page – 

program smartform with a link to the content in each meeting year folder. 

 

3. Meeting Year folder – example:  2015.  It will contain one content Meetings & Agendas smartform. 

 

Creating a New Meetings & Agendas Smart Form 

In the Workarea click on the folder you want to add the Meetings & Agendas smartform to. 
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Choose Meetings & Agendas from the drop-down menu. 

 

Enter the content block Title.  Remember this will also become part of the url that will be displayed in the browser.  If 

you change this name you will break every link to the page within the site. 

Enter the Page Title.  This is the title that will be displayed on the page.  You can change this without breaking links on 

the site. 
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Adding Meeting Blocks 

To add a meeting block click the meeting item icon and choose Insert Above or Insert Below. 

 

Click the calendar button to enter the meeting date. 

 

Scroll through the months/years and click on the appropriate date then click OK. 
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Enter a new meeting time if the default of 08:00 AM is not correct. 

 

Enter the meeting title. 

 

Enter any notes about the meeting. Typically this is used to note “agenda to follow” when posting meeting notice and is 

removed when agenda is posted. 

 

Enter location information.   

Click the drop-down next to physical location and choose the type of meeting.  Options include:  physical 

location, videoconference site, teleconference site, view conference online, do not show icon. 

 

Click in the address field and type the address to the meeting location.  Note:  When used the Room field 

displays in front of the address. 

 

Click in the City field and enter the City, State & Zipcode or any portion thereof. 

 

To add a location, click on the location_item icon.  

 



Using the Meetings & Agendas SmartForm Page 6 

 

To add a document, select the document type.  Note:  If you do not click one of the type buttons you will not 

be able to see the document on the staging website. 

 

Enter the document title.  Keep this short as it will appear on the page when you hover over the document 

icon 

 

Upload the document or link to the document using the URL button.  See separate procedures for Uploading 

Directly to the Smart Form on the Fly and Uploading to the Library Prior to Updating the Smart Form .    

 

Choose the file type by clicking the drop-down menu and choosing from the options available which include: 

PDF, Word, Excel, Link, Audio File, Video File. 

   

To add a document block, click on the document_item icon.  

 

Editing Meeting Blocks 

To edit the Meeting date, click on the Meeting Calendar Icon and choose a new date. 

To edit meeting information click in a field and highlight the information and type over it.   

To edit the file type, click the drop-down arrow and choose another option. 

Deleting Meeting Blocks 

To delete a meeting block, click the meeting_item icon and choose Remove from the drop-down menu.   

http://it.nv.gov/uploadedFiles/ITnvgov/Content/Sections/Application_Development/Web/Procedures/AddDocToCMS-DirectlyToSmartForm.pdf
http://it.nv.gov/uploadedFiles/ITnvgov/Content/Sections/Application_Development/Web/Procedures/AddDocToCMS-DirectlyToSmartForm.pdf
http://it.nv.gov/uploadedFiles/ITnvgov/Content/Sections/Application_Development/Web/Procedures/AddDocToCMS-UploadToLibraryPriorToUpdatingSmartForm.pdf
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To delete a Location block, click the location_item icon and choose Remove from the drop-down menu.   

To delete a document block, click the document_item icon and choose Remove from the drop-down menu.   

Changing Meeting Status 

To change a meeting status click the drop-down menu and choose another option.  Options include: Active, Cancelled 

& Rescheduled. 

   

 


